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Subj:  REPORTING OF NAVAL NONRESI DENT TRAI NI NG COURSE (NRTC)

COWVPLETI ON
Ref : (a) BUPERSI NST 1001.39C
Encl : (1) Procedures for reporting NRTC conpletions by Regular
and Reserve officers on active duty, and Retired
officers

(2) Procedures for reporting NRTC conpletions by Nava
Reserve officers not on active duty

(3) Procedures for reporting NRTC conpletions by enlisted
personnel of the Regular Navy or the Naval Reserve on
active duty and retired enlisted personne

(4) Procedures for reporting NRTC conpletions by enlisted
personnel of the Naval Reserve not on active duty

(5) Procedures for reporting NRTC conpletions by enrollees
other than U.S. Navy mlitary personne

(6) Distribution of NRTC conpletion letters by
adm ni stering activities

1. Purpose. This instruction provides procedures for certifying
satisfactory, and unsatisfactory, conpletion of NRTCs by person-
nel of the Navy, Marine Corps, Arny, Air Force, Coast Guard,

Armed Forces of other nations, or Departnent of Defense civil-
ians. Reference (a) contains policy guidance for awarding
Reserve retirenent point credit for conpleting a NRTC.  Thig
instruction is a major revision and should be read in |ts

entirety.

2. Cancellation. CNETI NST 1500. 19A

3. Background. Many separate naval activities adm nister NRTCs

to various groups of eligible enrollees. Enrollees may include
officer and enlisted personnel of the USN, USNR USMC ~USMCR

USCG USCGR, USA, USAR, USAF, USAFR, arned forces of other
nations, civilian enployees of the armed forces and others as
authorized.  These naval activities may issue letters of satis-
factory NRTC conpletion to all categories of personnel |isted
above.  The procedures for reporting NRTC conpl etions vary
because of differences in the filing and recording systens of the
various organizations.
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4. Content of Letter of Conpletion. The |etter of conpl eti on
will 1nclTude the follTowng information: nrollee’s full na
and identifying data (rank or rate, branc of" s&Fvi ce, socla
security nunber, etc.), course title and number (if any),

conpl etion dates of the course or course unit, the final grade
attained, and whatever additional data the enclosure requires.

5. Below Standard Conpletions.  agpinjstering. activities will
not 1ssue a letter of satisfactory corrp?euon to enroHees 0
conpl etg a cogrsg, orfcourse un]it, ith a grade | ower than the
requi red standard proficiency of 3.Z. . :
activity will informthe enrollee, by I !ep'tate??d’t hztipet ﬁglmr n\'/v(S)FEr{/vgg
bel ow standards. Administering activities will provide this
information to official sources upon witten request.

6. Action. Enclosures &%) t hrough (5) describe procedures for
reporting satisfactory NRTC conpletions for all personnel catego-
ries that may take an NRTC.  Epnc|osure (6) sunmarjzes. the distri-
bution process for NRTC conpletion letterS described in detail in
the preceding five enclosures. NRTC course adnministering acti vi-
ties should follow the appropriate procedures as outlined In

t hese six encl osures.
)C

' B. M. scorr
* Acting
Distribution (2 cys): '
SNDL B2A (Unifornmed Services University of the Health Sciences),
FE1 ( COWNAVSECGRU), FF44 (NAVWARCOL), FJA8 ( NAVRESPERSCEN

(Code 20)), FT78 (NETPDTC)

Copy to (2 Cys):
SNDL A3 (CNO (N01)), A5 (CHNAVPERS)
Commandant, Extension Course Institute,
@nter Air Force Base, AL 36114
Commandant, U.S. Coast Quard, 400 7th Street SW
Washi ngt on, DC 20591
Director, Army Correspondence Course Program U.S. Arny Support
~Center, Fort Eustis, VA 23604
Director, Marine Corps Institute, Marine Barracks, Box 1775,
Washi ngt on, DC 20013

St ocked:

CH EF OF NAVAL EDUCATI ON AND TRAI NI NG
CCODE 0041

250 DALLAS ST

PENSACOLA FL 32508-5220
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PROCEDURES FOR REPCORTI NG NRTC COVPLETI ONS BY REGULAR AND
RESERVE OFFI CERS ON ACTI VE DUTY, AND RETI RED OFFI CERS

1. \Wen Conpletion Letters are Issued. (Only upon conpletion of
the entire course.

2. Nunber of Copies. Oiginal and one copy.

3. Distribution

a. Oficers of the Regular Navy. (riginal directly to the
enrollee with instructions to notify his of her conmand” of course

conpletion for service record entry. (One copy to the Chief of
Naval Personnel (CHNAVPERS) (PERS 22).

b. Oficer of the Naval Reserve on Active Duty

(1) Oiginal directly to the enrollee with instructions
to notify his or her conmand of course conpletion for service
record entry. Notify the Naval Reserve Personnel Center
( NAVRESPERSCEN) by conputer tape of course conpletion for record-
i ng purposes.

(2) NAVRESPERSCEN wi |l record course conpletion as of the
date of conpleting the entire course (date last NRTC el enent of
work received in the Center).

(3) If the Naval Reserve Oficer enrolls in the NRTC
course before his or her release fromactive duty, the NRTC
conpletion letter will reflect a final course grade/date.

If the officer conpletes the NRTC course while on active duty,
NAVRESPERSCEN wi | | record course conpletion w thout assigning
retirement points. |f the officer begins the NRTC in an active
duty status, which later changes to an inactive duty status
because the adm nistering activity releases the officer from
active duty before he or she conpletes the course, it will credit
retirenment points to the officer.

c. Retired Officers. Oiginal directly to the enrollee.

Encl osure (1)
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PROCEDURE FOR REPORTI NG NRTC COVPLETI ONS BY
NAVAL RESERVE OFFI CERS NOT ON ACTI VE DUTY

1. Retirenent Credit. Under certain conditions naval activities
can grant Naval Reserve Officers, not on active duty, yetjrenent
credit for satisfactory conpletion of naval correspondence
courses. To permt early recording of this credit, adm nistering
activities can divide |longer courses into creditable units, as
shown below. If the enrollee conpletes any unit of a course at

| ess than the required pQ?fi%ienc%1standard, the adm nistering
activity cannot grant credit for that unit. i i

the date of satisfactory conpletion of the Iag¥egggiaﬁﬁgh$so?stﬁg
unit (the date the adm nistering activity receives and records
the assignment) . Before 2 Novenber 1987, an officer could earn
retirement points only if the NRTC had a “For Oficers Only”
designation. On 2 Novenber 1987, the Navy.rethought this policy
and officers can now receive retirenment points for the conpletion
of any NRTC that an appropriate agency has evaluated for credit.

a. Courses Evaluated at 12 Points or Less. The creditabl e
unit is the entire course.

bh. Courses Evaluated at Mre than 12 Points. e NRTC
adm nistering activity divides the course into creditable units
of 12 points each, with the final unit 12 points or |ess.
Exanple: It divides a 27-point course into two 12-point units
and a 3-point unit.

c. Courses not Divisible into 12-Point Units. |f the
poi nt eval uation of each assignment does not permt dividing the
course into 12-point units, each unit will include more than 12
points but as close as possible to 12 points. Exanple: For a
6-installment, 102-point course evaluated at 17 points per
installment, the creditable unit is the installnent.

2. Wen Conpletion Letters are Issued. The NRTC administering
activity will issue a conpletion letter at the end of each
creditable unit of a nonresident training course. |t wil| notify
NAVRESPERSCEN by conputer tape for recording of retirenment

poi nts.

3. Nunmber of CODI es and Distribution. Oi g| nal to enroll ee.
Copy to CHNAVPERS (PERS 22). Forward the conputer tape for
recording of retirenent points to NAVRESPERSCEN.

Encl osure (2)
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PROCEDURES FOR REPORTI NG NRTC COVPLETI ONS BY ENLI STED
PERSONNEL OF THE REGULAR NAVY, OR THE NAVAL RESERVE
ON ACTI VE DUTY, AND RETI RED ENLI STED PERSONNEL

1. Wen Conpletion Letters are |ssued. Only upon conpl etion of
the entire course.

2. Nunber of Copies. Oiginal and one copy for personnel
conpleting enlisted, officer, or officer-enlisted courses.

3. Distribution

. a USN and USNR Personnel. QOriginal to enrollee with
instructions to notify his or her conmmand of course conpletion
for service record entry. One copy to CHNAVPERS (PERS 22) for
insertion in NAVPERS 1070/ 66.

b. Retired Enlisted Personnel. (riginal directly to the
enrol | ee.

Encl osure (3)
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PROCEDURES FOR REPORTI NG NRTC COVPLETI ONS BY ENLI STED
PERSONNEL OF THE NAVAL RESERVE NOT ON ACTI VE DUTY

1.  Background

a. Under certain conditions naval activities can grant Naval
Reserve enlisted personnel, not on active duty, . otirement credit
for satisfactory conpletion of nonresident training courses.

They grant this credit as follows:

b. The NRTC administering activity divides the course(s)

into creditable units, and credit applies as of the date of
satisfactory conpletion of the |ast assignnent of each unit (the

date the admnistering activity records the assignment). a
enrol I ee conpletes any unit of a course at less than the ré&U|Ped
standard of proficiency, the NRTC adninistering activity cannot
grant credit for the unit. They divide courses as shown bel ow

(1) Courses Evaluated at 12 Points or Less. A creditable
unit is the entire course.

o (2) Courses Evaluated at Mre than 12 Points. They
divide the course into creditable units of 1Z points each, Wit h

the final unit 12 points or less. Examle: i Vi -
point course into two 12-point units and a 3-SQFXtdefF? a2

2. Wen Conpletion Letters are Issued. The mj*| i ssue a
conpletion letter upon satisfactory conpletlgn 0 eacﬁ creditable
unit of the course. They will notify NAVRESPERSCEN by conputer
tape for recording of refirement points.

3. Additional Data. Besides data listed in paragraph 4 of the
basi ¢ instruction, unit conpletion letters will include the date
the unit was satisfactorily conpleted, the unit nunber, 5.4 the
poi nt evaluation of the unit.

4. Nunber of Copies. Qriginal and one copy.

5. Distribution. |nactive duty Personnel in the Naval Reserve:
original to enrollee with instructions to notify his or her

command of course conpletion for service record entry, one copy

to CHNAVPERS (PERS 22). Forward conputer tape for recording of
retirement points to NAVRESPERSCEN.

Encl osure (4)
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PROCEDURES FOR REPORTI NG NRTC COVPLETI ONS BY ENROLLEES
OTHER THAN U. S. NAVY M LI TARY PERSONNEL

bS Conpl etions by Oficers and Enlisted Personnel of USMC
MCR USA, USAR, USAF, USAFR, USCG, USCR

a. Wen Conpletion Letters are Issued. only upon conpletion
of the entire course.

b. Additional Data. |n addition to data |isted in paragraph
4 of the basic instruction, conpletion |etters to Reserve person-
nel will include the nunber of retirenent points and, if applica-

bl e, nunber of credit hours that apply to the course, and the

date conpleted. The date conpleted is the date the adninistering
activity receives and records the entire course.

c. Number of Copies and Distribution

(1) USA, USAR, USAF, USAFR, USCG and USCGR Personnel
Oiginal to enrolTee with instructions to notify his or her
command of course conpletion for service record entry.

_ (2) USMC and USMCR  (Original to enrollee with instruc-
tions to notify his or her command of course conpletion for

éngice record entry. One copy to Commandant of the Marine
rps.

2. Conpletions by Cvilian Enployees of the Armed Forces of the
Uni ted Stafes and O hers as Auihorized

a. Wen Conpletion Letters are Issued. only upon conpl etion
of the entire course.

b. Number of Copies and Distribution. rjginal to enrol]ee
with instructions to notify his or her connand of course conpl e-

tion for personnel record entry.

3/ Conpletions by Mlitary Personnel of the Arned Forces of
ot her _Nations

a. Wien Conpletion Letters are |ssued. Only upon conpl eti on
of the entire course.

b. Nunber of Copies and Distribution. (riginal to the
appropriate U S. Conmand/ Advi sor that first endorsed the corre-
spondence applicati on.

Encl osure (5)
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DI STRI BUTI ON OF NRTC COVPLETI ON LETTERS

BY ADM NI STERI NG ACTI VI TI ES

From

USN, USNR (Active Duty)
O ficer (USN)

O ficer (USNR)

Enlisted (NRTC

USNR (I nactive Duty)

O ficer (NRTC
Enlisted

USN, USNR (Retired)

Oficer
Enli st ed

FLEET RESERVE

U.S. MARI NE CORPS

Al'l Regulars and Reserves
U.S. ARW
Al'l Regulars and Reserves

U.S. AR FORCE

Al'l Regulars and Reserves

U.S. COAST GUARD

Oficer/Enlisted - Active
Oficer/Enlisted - Inactive

ARMED FORCES Cl VI LI ANS AND
OTHERS AS AUTHORI ZED

FOREI GN ARVED FORCES

O iginal

Copy

Enrol | ee

Enrol | ee NRPC ( TAPE)

Enrol | ee

Enrol | ee NRPC ( TAPE)
Enrol | ee NRPC ( TAPE)

Enrol | ee
Enrol | ee

Enrol | ee

Enrol | ee

Enrol | ee

Enrol | ee

Enrol | ee

Enrol | ee

Copy

PERS 22
PERS 22
PERS 22

PERS 22
PERS 22

CMDT, USMC

Via the endorsing U S.
M litary/ Advi sor

Encl osure (6)






